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ABSTRACT 



Discussed in this manual for the inexperienced 
librarian in a small hospital library are; organization and 
administration; book selection and ordering; cataloging and catalog 
cards; classification; labeling of books; selecting and processing 
journals* interlibrary loans; reference services; and circulation. A 
suggested basic starter collection of books, journals and reference 
works is appended. (SJ) 
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INTRODUCTION 



The minimum requirement for a hospital medical library 
is that it provide the books, journals and other materials 
necessary to serve the immediate information needs of the 
professional staff and to support the programs undertaken 
by the hospital. 

Since it is impossible for any library to have all the 
materials that might be requested by the hospital staff, 
the library also should have the appropriate tools to be 
used in borrowing materials from other libraries. 

The library will remain just a collection of books 
unless a person is assigned on at least a part time basis 
to assist requesters and to provide library services such 
as reference, inter library loan, etc. 

This manual is written to aid the inexperienced person 
who finds herself assigned to a hospital library with the 
responsibility of ordering the library materials, organizing 
the collection, borrowing from other libraries or seeking out 
information. It is a varied, challenging and rewarding 
responsibility, for the hospital medical librarian can 
provide a very dynamic and useful information service to 
her institution's community of health professionals. 

The authors wish to thank Miss Helen Yast of the 
American Hospital Association and the many hospital 
librarians who offered encouragement and constructive 
criticism. 
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ORGANIZATION AND ADMINISTRATION 



A hospital medical library is a collection of books 
journals and other library materials selected to support' the 
care , research, professional education, and health 
facilities planning of the medical and nursing staff r the 
a 1 3. i e d health personnel, and the hospital administration. 



The Medical Libra rian 

It is important that one person be given the responsi- 
bility and the time to care for the library. This person 
should be responsible for selecting, ordering, organizing, 
circulating and maintaining the collection as well as 
obtaining materials not in the collection for a patron In 
hospitals of over 300 beds, a clerk typist should assist 
the librarian. The hospital personnel should know who is 
responsible for the library, how to use the library, and 
of whom to make requests for information or additional 
books or journals. 



The Library Committee 

A library committee established by the hospital may 
consist of the hospital administrator, two members of the 
medical staff, a member of the nursing staff and the librarian. 
The librarian may function as the secretary of the committee 
and prepare an agenda for each meeting’s activities. In 
general the library committee meets at regular intervals 
(monthly or every other month). Its functions are? 

1, To advise the librarian regarding the selection 
of books and journals for purchasing, 

2, To establish and to interpret the rules of the 
library to its users, 

3, To serve as a link between the staff and the 
library . 

4, To foster the development of the library. 

The Library’s Facilit ies 

The library should be in a room centrally located for 
the medical staff. Ideally the room should function only 
as a library. There should be adequate lighting, a table 
and comfortable chairs. The librarian should have a desk 
and area in which to perform her tasks , 



The Budget 



Hospital libraries have different sources of revenue. 

Most are supported by the hospital budget, contributions 
from the medical staff, or dues. Most librarians find it 
useful to have a certain amount of money that they can depend 
upon. Some hospitals give a portion of the money collected 
from Medicare to the library, since the support of the library 
may be included in the Medicare claim. Another source of 
funds to expand an already existing library is a Medical 
Library Resource Grant. Information about resources grants 
may be obtained from: Chief, Resources Division, National 

Library of Medicine, 8600 Rockville Pike, Bethesda, Maryland 
20014 , 

In order to have some idea of what you can do €*ach year, 
a budget should be prepared. It should cover the expected: 

1, Book purchases 

2, Journal subscriptions 

3, Librarian's salary 

4, Library equipment - telephone, typewriter, shelving, 
etc . 

5, Library supplies - forms, mailing labels, paper, etc, 

c. Bindery costs (if you bind your journals) 



Supplies 



Several companies sell specially developed library 
supplies. You may wish to write to one or two suppliers 
and request a catalog to see what is available. Companies 
and their addresses can be found in the yellow pages of the 
telephone book, advertisements in library journals, and in 
ILL illustration #4 on page 36 * 



A Procedure Manual 

Each library differs from another not only in physical 
ways but also in the procedures used to do the necessary 
work. It is important to write down very detailed, step-by- 
step descriptions of the procedures that you use routinely 
such as ordering books, getting journals ready to be bound, 
instructions for disposing of old books, etc. These may be 
kept in a loose-leaf notebook and up-dated as needed. Your 
assistants, a new employee, or you (when memory fails) will 
find it a valuable tool. 

If you are setting up a library you may wish to read 
the following articles about physical facilities, organi- 
zation and collection: 

d 
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Standards 



1. Joint Commission on the Accreditation of Hospitals. 
Standards for Accreditatio n. Chicago, 1969. $1.50. 

(645 No. Michigan, Chicago, Illinois 60611) 

Includes a section on the hospital medical library. 

2. Hospital Library Standards Committee. Standards for 
pibrary Ser vices in Health Care Institutio ns . Chicago , 
Association of Hospital and Institution Libraries 
(American Library Association), 1970. 25pp. $1.50 

Covers both the health science and the patients ' 

library. 

General articles 

3. Draile, Dorothy and Alton W. Noyes. "Organizing a 

hospital library to fulfill its service potential." 
Hospitals', J ournal of the American Hospital 
Association . 41 s 63 + , 1 Nov. 67l —— 

The authors assert that the first step in establish- 
ing or revitalizing a health science library is to 
define the library's purpose; this basic decision will 
determine all subsequent planning. Physical facilities, 
organization, collection, equipment and staffing are 
discussed. 

4. Gartland , Henry J. "Blueprint for a professional 

library." Hospitals, Journal of the American 
Hospital Association. 38:58-59, 16 Jun 64 . 

Briefly covered are the library's physical facilities, 
staff, collection and services. 

5. Stearns, Norman S., et al. "The hospital library." 

Hosp itals, Journal of the American Hospital Association. 

4 41 55-59 , r Mar 70; 88-90, 16 Mar 70. " “ “ — — 

This article provides guidelines for the development of 
total health science libraries in community hospitals ,, using 
the medical core collection as the basic stimulus, 

6. Michael, M. Jr. "The medical library's vital role in 

physician's continuing education." Hospital Progress 
49: 92-102, Oct 68. — 2 

7. Wost, pi. "Books as clinical tools." Oklahoma State 
Medical Association Journal 59: 577-81 1966 . 



Manuals 



. ■ it r>n-i- 1 i np for the organization 

8 ‘ liberies . Toronto, Canadian Uu ^J3l 

AS A°simple n instruitionaI^guide^for^the^nonprofeSBiDn- 

witi^phiSs on°cKLo?Lg!^BoSk and periodical 
lists and an index are included. 

The following , which can be J^ained free of 

£5SS-*S ,*3SSE ."Sfi5S.—«oSl) - jon^ain references to 

articles and sources of assistance. 



~ n-i" snides and informat ion sources for 

9 - g;^L^ona! afia patients' 11 
September 15d^T 

10. Health s cience libraries in hospitals; an annotat ed 
outline . "June 1969# 

The following is an excellent resource for any hospital 
library; 

“• sss tsss.r« , 3is-. vssaiS 

$15.00 ’ 
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BOOK SELECTION 



In the small, working collection of a hospital library, 
it is important that the hooks bs accurate, informative and 
useful to the hospital staff. The library should contain 
basic texts covering the medical specialties and should acquire 
new books to update the basic collection or to help the staff 
keep informed in the newly developing areas of medical knowledge 



A, The basic collection 

Because the interests and needs of the staff at one 
hospital may differ from those of a hospital across 
town or a hospital in Southern Louisiana or one in 
Northern Michigan, selection of the basic collection 
must be made by a medical librarian familiar with the 
hospital and its staff or by the medical staff. 

Lists of suggested books are : 

1. Brandon, AW. "Selected list of books and journals 

for the small medical library." Medical Library 
Association. Bulletin . 57: 130—50, Apr. 69. 

2. Stearns, NS and W. Ratcliff. "An intergrated health 
science core library for physicians, nurses and allied 
health practitioners in community hospitals." New 
England Journal of Medicine. 283: 1489-98, 31 Bee. 70. 

3. Medical Information Communications Service. Area IV 
(TJCLA) -CRMP . Starter collection for hospital libraries- 
Books. (see Appendix pages 56-65) 



B , Acquiring new books 

Each year hundreds of new medical books are published. 

It is important to acquire for your library those that 

the staff should have immediately available. 

1. How to find out what is being published: 

a. Publishers catalogs or announcements 

b. Book dealers' announcements 

1. Medical Books in Print. An annual free list 
of major medical books issued by American 
publishers. Available through several dealers. 
It is copyrighted by Stacey, a division of 
Bro-Dart Industries, City of Industry, 

15255 E. Don Julian Road, 



d , 

e , 



2 * 



How 

a . 

b . 



California 91747 and P .Q - Box 923 r 
Williamsport, Pa* 17701. 

_ off fhe Press A free list of major medical 
2 - S Irks gubll f & d In the 0.8. and Great Britain . 
Available fx n Stacey, a Division of bro-Dart. 

3 Lists made available through large bookstores. 
Ask your dealer if he has such a list. 

Acquisition lists from nearby medical school or 
society library or the regional medical libra y. 

Advertisements or book sections in journal 
cumulation - $16.25) . 

Books in- Print. Annual list of publications from 
U.S, publishers. Two volumes available from . * 

Bowker , 1180 Avenue of the Americas, New York, 

Hew York 1003 6? $21.85* 

to select what to buy: 



Standard texts . 

New or revised editions of a book you a 1 je«Jy £wn. * 

editions. You may also wish to get an opinion 
from your medical staff • 

c. Suggestions from the staff are very useful and 

should be encouraged. Asampleform to iion 

to remind them to suggest books, is book 
illustration #1 on page 8. 

rSSK- he^uft°able 

for your library. 

e. Items borrowed more than once or twice on 
inter library loan. 



Submit the list of suggested purchases to your library 
committee via the chairman. For each title f if a review 
is available , note the essence of what the reviewer 
said (note where you found the review for future 
reference) * In cases of doubt/ books may be ordered on 
approval, or in some cases you may borrow the book on 
inter library loan so that staff members may examine the 
book and decide if it should be purchased * 

3 . Gifts 

a. Gifts are a wonderful way to receive additions 
to your library. Staff members frequently 
contribute gifts to an active library, 

b. Accept gifts with a thank you letter from the 
library to the donor. 

c. Accept gifts with no strings attached. It is 
better not to accept gifts that you cannot 
dispose of when the material becomes dated. 

d . Problems : 

1. Material may be too old when you receive 
it. Receive it graciously and if it is 
of no use/ destroy it. 

2. Do not evaluate a gift for tax purposes. 
Accept the gift with a letter listing the 
items giving the author, title and date. 

The donor and his tax consultant should 
accept the responsibility for the tax 
claim. 



Book Selection Illustration #1 



REQUEST FOR A NEW MEDICAL LIBRARY BOOK 

Requester Date 

Department T elephone 

Author 

Title ____ ' 

Publisher Publ Date_ 

Price ^Source of Information 

Comment on Book : 



Source : 



Action by Library Committee: 

Purchase Hold for reviews 

ji 111 ■ — — 

j Disapproved (Duplicates available materials ; 

i Lack of funds ; Other ) 

► 

f 

! 

i 



j 

I 

o 
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ORDERING 



A, 



if' 

ff 

Er 



* 
•' '• : - 



|«>? r 
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Ordering procedures for books 

1. After deciding to purchase a book, check the ut, , 

the bo ° kILS 

2 • ;sss “p^fhoSsii, , <fo “ s can be *«■ 




C. The edition; check carefully to see you are 

ordering the most recent and up-to-date edition 

^2Ls? U ad??iS£”? rtain ' you ” ,ay wlsh to write ' 

d ‘ IflilllllLo™ 1 Place ° f P ubli =»tion and data 
e. List price 
f • Date ordered 

S S ff aln the ord<Sr information is correct usina 
one of the tools used for book selectioSf ?| J£ ng 
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cannot find the book listed in print, 

1 ± u r with°t hi s C over° the telephone. They usually have 
Books in Print or similar tools to check information 
on books tHat“can be ordered. 



Order the book 
i, 



Follow your hospital's purchase procedures using the 
appropriate forms • 



OR 

2. If the hospital procedures allow, write a letter on 
hospital stationery • 

Dear Sirs: 

Would you send one copy of each of the following books 
to : 

Medical Library 
Get-Well Quick Hospital 
14 Mercy Drive 

Healthy , California 90000 

Chayet N: Legal impl i cations ofemer^ncyc^| . 

New York, Appietbn=Century-crorrs , mU. ? 6 * " b * 

emergencies 

srss - 2na ea ‘ 



i. 



Thank you. 



Sincerely yours 



Librarian 



3 , where to send the order 

- raiss °°°^ 

books . 



b* 



How to decide : 



A dealer will stock books from many publishers 

and should save time and effort on your part. 

Select a dealer that: 

1* has a large stock so he will be able to fill 
your requests rapidly. 

2m has accurate and simple procedures* 

3. gives good service* 

4. is convenient for you to use. If he is close you 
may call for rush orders or can make inquiries 
into orders that are taking a long time to 



5. gives the standard library discount* 

c. For dealers in your area, please consult the 

yellow pages of the telephone directory in the 
nearest large city. 

Dealers : 



C, When the book arrives 

1. Compare the book received with the order slip to see 
if you have received the right item, 

2. Fill in the date received on the order slip; fill in 
the actual price, 

3. Send the invoice that accompanied the book to the 
appropriate hospital department for payment. 

D„ Suggestions 

1. Order at regular intervals throughout the year. 

2, Use as few dealers as possible, preferably only one 



3. Periodically check the order file to see that all 
the books have been received. Dealer should notify 
you within 30 days of your order about the status 
of each item, 

4, Keep your records current and correct. 



fill 



or two 
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CATALOGING AMD CATALOG CARDS 



A library card catalog is an i ^“sl^rinflescriplive 
library's collection. Ca hook 9 onto a card so that the user can 
^fl^L^hfb^ he°wants°and C where in the library it 

rnav be found. 



. airthfairiQ the following infontisfion 
Each catalog card contains tne roxrww ^ 

1 . 



B. 



Author's full name if the book was written by an 
individual book written by more than one person , 

use the first author mentioned, 
b. An editor is considered an author, 

2. Complete title and^subtit. ie one author 

3 * t? th ?he S nSfSS authors will be con- 

b. Additional^ authors"^ will^e represented by the 
statement 11 and others * 

Imprint! ^piace^^publication^publisher , date of 

publication nrt 4-e if volume is part 

Pagination, number of volumes, note xr 

of a series, etc. 

a! S iSSnd author's name (if there is one) 
b. Title 

^ll^er ^classification symbol and Cutter number, 

KSSS'thS 1 is”Sed to locate the 

book* 

The basic catalog card is prepared by typing ‘his information 
inB - _ _■> 4-v.m fni owma format; 



4. 

5. 

6 . 

7. 

8 . 
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